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SESSION ONE 


INTRODUCTION 



OVERVIEW OF THE CONTRACT 


® Project Background 

Status of financial management systems in the Aging Network 
State units on aging 
Area agencies on aging 
.. Funded providers of service 

Effect of the 1978 Amendments (e.g., the consolidation of former Titles III, 

V, AND VII INTO THE CURRENT TITLE III) ON REPORTING REQUIREMENTS 

Types of problems as evidenced by recent audit exceptions to be addressed by 

THE FINANCIAL MANAGEMENT TECHNICAL ASSISTANCE MATERIALS TO BE DEVELOPED BY 
THE PROJECT 

• Purpose of the Project 

TO IMPROVE THE CAPACITY OF AGENCIES IN THE AGING NETWORK TO FISCALLY MANAGE 

Federal grants 

To IMPROVE THE CAPACITY OF AGING NETWORK AGENCIES, ORGANIZATIONS, AND 

Regional Offices to assess and monitor financial management systems 

To PROVIDE ASSISTANCE TO SELECTED STATE UNITS ON AGING TO CORRECT CURRENT 
DEFICIENCIES IN THEIR FISCAL MANAGEMENT SYSTEMS 
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ORGAN I ZATION OF THE PROJECT 


® Administration on Aging 

® Birch & Davis Associates, Inc, 

® center for Public Management 

@ Technical Advisory Committee 



TECHNICAL ADVISORY COMMITTEE MEMBERS 


§ Andy Alexander. Supervisor 
Financial Management Specialist 
Region IV. Administration on Aging 
101 Marietta Tower. Suite 903 
Atlanta. GA 30323 

s Albert R, Byrd. Project Officer 
Administration on Aging. DHHS 
330 Independence Avenue. SW. Rm 1286 
Washington. DC 20201 

® James Elmore. Director 

Jefferson Area Board for Aging 
205 Second Street. SW 
Charlottesville. VA 22901 

e Robert Fickie 

National Association of State Units 
on Aging 

600 Maryland Avenue. SW. Rm 208W 
Washington. DC 20024 


® Saadia Greenberg 

Administration on Aging. DHHS 

330 Independence Avenue. SW. Rm. 4272N 

Washington. DC 20201 

@ Mary Jane Lyman 
Waxter Center 
861 Park Avenue 
Baltimore. MD 21201 

© Raymond Mastalish. Executive Director 
National Association of Area Agencies 
on Aging. Room 208W 
600 Maryland Avenue. SW 
Washington. DC 20024 

® Robert Stovenour 

Administration on Aging. DHHS 
330 Independence Avenue. SW. Rm 4651 
Washington. DC 20201 

® Harry Walker 

Office on Aging. State Office Building 
301 West Preston Street. Room 1004 
Baltimore. MD 21201 


BACKGROUND OF BIRCH S DAVIS ASSOCIATES, INC, 


§ Extensive experience in financial management, accounting, training, and 

TECHNICAL ASSISTANCE 

® Worked with many similar programs 

Alcohol Treatment 
Drug Programs 
Migrant Health 
Family Health Centers 
PSROs 

Health Maintenance Organizations 
Family Planning Delivery Systems 
AFDC 

Food Stamps 

National Health Service Corporation Sites 
Community Mental Health Centers 
Neighborhood Health Centers 
Nutrition Providers 

d Provided training and technical assistance to over 2,000 programs during 
the past seven years 
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OVERVIEW OF TRAINING SEMINARS 


e 

Session One: 

INTRODUCTION 

§ 

Session Two: 

STATUS OF FINANCIAL MANAGEMENT AND ACCOUNTING SYSTEMS 
IN THE REGION 

9 

Session Three: 

FINANCIAL MANAGEMENT AND ACCOUNTING SYSTEM OVERVIEW 

9 

Session Four: 

PLANNING AND BUDGETING 

9 

Session Five: 

UNIT COST FINDING AND COST ALLOCATION 

S 

Session Six: 

CONTRACTING 

9 

Session Seven: 

AN OVERVIEW OF THE ACCOUNTING SYSTEM 

9 

Session Eight: 

AUTOMATION 

1 

Session Nine: 

CLIENT CONTRIBUTIONS AND DONATIONS/FUND RAISING 

9 

Session Ten: 

IMPLEMENTATION STRATEGY 


PROJECT PRODUCTS 


Financial Management Assessment Guide 

Financial Management and Accounting Manual for Service Providers 

Financial Management and Accounting Manual for Area Agencies on 
Aging (AAAs) 

Financial Management and Accounting Technical Assistance Manual for 
State Units on Aging (SUAs) 

Training Seminars in Each Region for Federal and State Officials 
Possible Limited Follow-up Technical Assistance 



FINANCIAL MRNAGEMEKT ASSESSMENT GUIDE 


SUA FINANCIAL MANACFHEWT AND ACCOUNTING HAM UAL. 


I. rfKf.MIi FINANCIAL MANAGEMENT 

II. FINANCIAL HAWING AND BUDGETING 

in rr*rm riKNU'itir REgniFRMfNTS in aoa CAwnrg 

IV MOW * Fit ERA!, FlttPlNG SOURCES 

v. iNia’MWiT of services and coktwt mamagfpeht 

»i. a™ au/wbilui and aluvtatich 

VII. CASH RfTElFTS 

vi u. imprfst ftrrt cash ruw 

in. i wvnrr'RT ccwtrol 

x. I aoperty fiAKAntHn»r 

ii ct^w DirK^^wvnrs 

hi personnel wflj m»:« ifftrrm 

nil. Aconwm payer iz aw other liabilities 

«IV. I'.’KWA^Ufi 


l. IH7RCOOCTIOT AMO SCOPE OF TUB MANUAL 

J. riBCAl, POLICIES AMD ADMINISTRATIVE STANDARD SETTING 

3. BUDGETING* FISCAL FORECASTING AND FINANCIAL TECHNICAL ASSISTANCE 

*, ESTABLISHING a UH1FORM COST ACCOUNTING STRUCTURE AND ANALYZING COSTS 

5, STATE UNIT FINANCIAL REPORTING AND ACCOUNTING 

€. AUTOMATING STATE UNIT MANUAL SYSTEMS 

I. IMPLEMENTING PERFORMANCE -8 AS CO PAYMENT SYSTEMS 

e. fiscal management control and ovtRBimrr 

». AUDITS AMO AUDIT REVIEWS 

10. IMF LIMITING OR ENHANCING A STATEWIDE FINANCIAL MANAGEMENT AND 
ACCOUNTING SYSTEM 


ORGAN tEVTION OF AAA AND SERVICE PROVIDER 
FINANCIAL MANAGEMENT AND ACCOUNTING MANUAL 


TART CKf 

FINANCIAL MANAGEMENT 

FART TWO 

ACCOUNTING 

APPENDICES 

• Prc*jT •* Planning) Setting 
p, ojr»« Objective* AM Activities 

• Estivating Resource Requirement* 

• And tipfriM Budget And 
Calculating The Com! fir Unit Of 
F#»vlr# 

* r>v* loping A Revenue Budget 

* reviving TLe Budget 

* reporting Awl Monitoring 

# Iwel-plng financial mllcles 

• H»n»gr**nt Account structure 
(Chart Of Account*) 

• Maintaining Accounting Records 

• Developing Unit Coele And Coat 
Allocation 

• Preparing Reports 

• Accounting Tor Assets 

a Accounting Tor Liabilities 

I * Agency Equity Fund Balances 
a Fond Accounting 

a Accounting for Travel 

• Accounting For Purchasing 

m Accounting ror ray roll And 

Fay rot I Taxes 

a Automating The Accounting And 

Financial Management Functions 

e Preparing for Audits j 

a Glossary 

• General Ledger Entries 

• Service And Administrative Activity 
Code Definitions 




SESSION TWO 


STATUS OF FINANCIAL MANAGEMENT AND 
ACCOUNTING SYSTEMS IN THE REGION 



PARTICIPANTS IDENTIFY : 

t Current Problems and Prevailing Issues in 

Financial Management and Accounting 

• Training Expectations 
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GROUP DISCUSSION ABOUT THE STATUS OF 
SYSTEMS WITHIN THE REGION 


9 Planning and Budgeting 

t Management Reporting and Monitoring 

• Accounting Transactions and Recordkeeping 

® Automation of Financial and Accounting Systems 

• Uniformity if Systems within a State 

• Resource Constraints and Future Technical Assistance Needs of the: 

SUAs 

AAAs 

Providers 


II-3 





TYP 1 CAL AUDIT EXCEPTIONS 


ArrniiNTING AND RECORDKEE PING 

Reports based on estimated rather than actual expenditures 

INADEQUATE DOCUMENTATION OF EXPENDITURES (MISSINS VOUCHERS) 

Ledgers that do not reconcile with reports 

Comingling of funds from various fiscal years, sources, and programs 

- MATCHING AMOUNTS BASED ON ESTIMATES NOT ACTUAL EXPENDITURES 

Inadequate cost allocation 

o Match 

Improperly reported, no supporting documentation 

Failure to understand matching requirements or allowable in-kind match 

« Service Income 

Inadequate control over collections 

Inadequate safeguards to protect cash 

Inadequate control and monitoring of use of income 

Need to ensure that ineligible participants pay full cost of meal 

(continued on next page) 
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TYPICAL AUDIT EXCEPTIONS (CONTINUED) 


§ Other Problems 

Audits too infrequent (violation of Part 74 ) and either inadequate 

OR INSUFFICIENT FOLLOW-UP ON DEFICIENCIES 

Unbonded employees handling/carrying funds 

Improper grant award procedures (award continuation without annual 
assessments) 

Property/equipment management*. 

oo Inadequate purchasing procedures (or procedures not followed) 
oo Inadequate inventory procedures/property control 

Commodities not accounted for by caterers 

Improper meal counts 



• ACCURATE, CURRENT, AND COMPLETE DISCLOSURE OF THE FINANCIAL RESULTS OF 
EACH PROJECT OR PROGRAM SHALL BE MADE IN ACCORDANCE WITH THE FINANCIAL 
REPORTING REQUIREMENTS OF THE GRANT OR SUBGRANT 

t records identifying adequately the source and application of funds for 

GRANT - -OR SUBGRANT-SUPPORTED ACTIVITIES SHALL BE MAINTAINED. THESE RECORDS 
SHALL CONTAIN INFORMATION PERTAINING TO GRANT OR SUBGRANT AWARDS, 
AUTHORIZATIONS, UNOBLIGATED BALANCES, ASSETS, OUTLAYS, INCOME AND, IF 
THE RECIPE I NT IS A GOVERNMENT AGENCY, LIABILITIES. 

• Effective controls and accountability shall be maintained for all grant 

OR SUBGRANT CASH, REAL AND PERSONAL PROPERTY, AND OTHER ASSETS. 

§ The actual AND BUDGETED AMOUNTS FOR EACH GRANT or SUBGRANT SHOULD be 

COMPARED. 

« Procedures shall be established to minimize the time elapsing between 
the advance of Federal grant or subgrant funds and their disbursement by 

the recipient. 

• Procedures shall be established for determining the reasonableness, allow- 
ability, AND ALLOCABILITY OF COSTS. 

« Accounting records shall be supported by adequate source documentation . 

i audits are to be performed at least once every two years which analyze the 

the fiscal integrity of the grantee with timely and appropriate resolution 
of audit findings and recommendations. 
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FEDERAL GOVERNMENT 


© How much is the total aging funding for 
a specific State? 

© What are the various sources of funding for 
a specific State? 

© What are the cumulative expenditures for a 
particular program in a given State? 

• What are the average client utilization and 
costs by funding title and functional cost 
center in a specific State? 

• What are the unit costs per service for a 
specific State? 


AREA AGENCIES ON AGING 


• What were the total expenditures by cost 
center, location, and resource account 
.category for a particular month? 

• How much income was received this month, by 
source? 

• How many clients received services by cost 
center, location, and service type? 

• What is the unit cost per service? 

© Is one service delivery approach more cost 
efficient than another? 

® What percentage of budget funds have already 
been spent, by line item? 


THE INFORMATION DILEMMA 



® What is the average cost of providing a 
particular type of service? 


• How much is the total funding to AAA and 
contract providers from all award sources? 

• What is the unit cost per service and how do 
they vary by AAA and location? 

© What are the aggregate (State total) costs for 
services under each title and cost center? 

• How many clients received services, by cost 
center and service type? 

® How much income was realized during the current 
reporting period? 


CONTRACT PROVIDERS AND SUBGRANTEES 


© How do costs per unit of service client compare 
with those of similar providers? 

m What is the total income from all sources for 
the current reporting period? 

® What percentage of budgeted funds have already 
been spent, by line item? 
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SEVEN BASIC MANAGEMENT QUESTIONS 


t Who? 

• Provided What? 

§ To Whom? 

• When? 

• Where? 

• What Happened? 

@ How Much Bid It Cost/Earn? 
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Jane, it appears that the 
unit cost per meal hai 
drastically increased 
We better get togethe 
discuss this soon. 


WHAT SHOULD THE KEY 
FEATURES OF AN FMAS INCLUDE? 


» USER ORIENTATION — The system should be designed to provide information 

WITH PRIMARY EMPHASIS ON INTERNAL MANAGEMENT. EXTERNAL FINANCIAL REPORTING 
SHOULD BE A BY-PRODUCT OF THE PROCESS. 

® SYSTEMS FLEXIBILITY — The system should be easily modified for changing 

INFORMATION REQUIREMENTS. THE DESIGN SHOULD BE ADAPTABLE TO BOTH MANUAL 
AND AUTOMATED PROCESSING. 

• SYSTEMS INTEGRATION — The FMAS should support all facets of the management 

CYCLE— PLANNING. BUDGETING. ACCOUNTING. REPORTING. AND EVALUATION. 

• SYSTEMS DOCUMENT ATION —The system's documentation should be complete. 

All processes should be described both conceptually and operationally. 

• SYSTEMS COMPATABILITY — The systems should be easy to implement and 
maintain. Processes and procedures should be geared to the specific 
operating environment and the personnel involved in its operations. 
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planning 

AND 

budgeting 


THE AAA MANAGEMENT CYCLE 
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OVERVIEW OF THE AAA FINANCIAL 
MANAGEMENT AND ACCOUNTING 
SYSTEM 
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EVALUATION AND ADJUSTMENT 


OVERVIEW or ACCOUNTING SYSTEM 
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III-15 


















SAMPLE EXPENSE VARIANCE REPORT 






SAMPLE PROGRAM STRUCTURE 
(TITLE It! ONLY) 


Role ol Program Structure 

In Accounting 

and Financial Management 


Actual lints' I'.ial data on 
consohdnti 3 basis 


Actual financial data 
aggregated to funding title 
level by MAS kind code 


Actual financial daia 
coded lo reflect func 
tional cost center 


ACCESS 

SERVICES 


Actual financial data collected by 
MAS location code to distinguish 
among services provided by various 
AAA direct seivice sites and by sub- 
grantees and contractors 


Actual financial data coded 
lo identity service activity level 


Transportation 

Outieach 

Information 

Referral 


AAA 



IN HOME 
SERVICES 



NURSING 

HOME 

OMBUDSMAN 
. 


PROGRAM 

MANAGEMENT 


AAA Direct Service. Sobgranlee. and Contract Provider Locations 


Advocacy 
Assessment 
ChoreService 
Counseling 
Diagnosis 
Evaluation 
Honieroakmg 
Housekeeping 
Income Support/ 
Material Aid 
Information 
Instruction/Training 
Interpreting/ 
Translating 
Letter Writing/ 
Reading 
Meals 
Outieach 
Personal Care 
Physical Fitness 
Relertal 
Shopping 
Supervision 
Telephoning 
Transportation 
Treatment 
Visiting 


Advocacy 

Assessment 

Counseling 

Guardianship/ 

Conservatorship 

Information 

Outieach 

Referral 


Advocacy 
Assessment 
Counseling 
Diagnosis 
Discount 
Escort Service 
Evaluation 
Income Support 
Material Aid 
Information 
Instruction* Training 
Inlet preling' 
Translating 
teller Writing/ 
Reading 
Meals 
Outreach 
; Physical Fitness 
Recreation 
Placement 
Relerral 

Repairs Mainten- 
ance Renovations 
Supervision 
Telephoning 
Ton spoliation 
Treatment 
Visiting 


Advocacy 
Assessment 
Counseling 
Diagnosis 
Escort 
Evaluation 
Income Support/ 
Material Aid 
Information 
Inslruclion/Traming 
Interpreting/ 
Translating 
t eller Writing/ 
Reading 
Ombudsman 
Outreach 
Relerral 
Telephoning 
Visiting 


Advocacy 

Ombudsman 


MEALS 


TRANS 
PORT AT1QN 
OF FOOD 


TRANS- 

PORTATION 


Role ol Program Structure 
In Planning and Budgeting 


AAA Consolidated Budget 

Budgets pit-pared by binding 
title 


1 — , Budgets prepared on 

OUI REACH i lunclicmat cost 
NUTRITION cental level by 

EDUCATION costing Survice 

J activities 


Budget piepaied by location 
to distinguish among services 
provided directly, by 
sobgranlues. and conliactors 


Service achvilres budgeted 
an the basis of expected 
utilisation and cost ol resomces 
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ILLUSTRATION OF REVENUE VARIANCE ANALYSIS 
AT DIFFERENT LEVELS 
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WHAT TS PLANNING? 


Planning is an active management process to influence and 

SHAPE THE FUTURE 

Planning is a decision-making tool involving a systemactic 

PROCESS of APPRAISAL, FORECASTING, FORMULATION, IMPLEMENTATION, 
AND ASSESSMENT 

Planning is an ongoing and cyclical process 
Planning may be conducted to influence: 

Program — Program Planning 

Finances — Financial Planning and Budgeting 



HOW DO WE PLAN? 


t Determine needs 

• Assess resources 

• Establish desired outcomes 

• Develop action strategies 

§ Implement 

t Monitor 

• Modify, if appropriate 

• Evaluate 
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THUS. PI ANNING DEALS jmH 
A| i ttme HORIZONS 

@ Past 

§ Present 

• Future 



WHY DO WE PI AN? 


• Maximize limited resources 

• Establish priorities on a rational basis 

• Minimize unnecessary and duplicative efforts 

• Provide a framework for implementation 

• Generate community support and build constituencies 

• Establish a basis for monitoring and for taking corrective 

ACTION, BEFORE A CRISIS STAGE 

• Promote accountability 

t Assure program continuity and financial stability in light of 
organizational changes 
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9 

§ 

§ 

§ 

§ 


YOU CAN NOT PROVIDE WHAT YOU DO NOT HAVE 

IT IS NOT A PANACEA FOR ALL OPERATIONAL PROBLEMS 

YOU CAN NOT CONTROL THE UNKNOWN 


IT TAKES RESOURCES TO PLAN 

It INVITES PUBLIC SCRUTINY WHICH MAY RESULT 
PLANNING MUST MEET THE DEMANDS AND SCHEDULES 


IN CRITICISM 
OF THE DECISION-MAKING 


PROCESS 
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THERE ARE DIFFERENT LEVELS OF PLANNING 


Policy planning is articulating the overall future direction 

What is to be accomplished and achieved 
Organizational priorities in light of community needs 
Stated in terms of goals, objectives, and agency policy 

Startegic planning serves as the blueprint for the future action 

What is to be done 

- When is it to be done 
What will it take to do it 
How IS IT TO be done 

Who is to do it 

Budgeting translates program plans into a financial plan 
Expenses 
Revenues 

- Cash flow 



ft pro gram siRUOm is Ai LissEmM^£fflliSIIE-EQR 

— — m a m m t m c a wn R1 ID GET I N 6 


§ 




hierarchy description (taxonomy) of 
and activities 


program output, services 


Each organization 
DEVELOP A PROGRAM 
BUDGETING PROCESS 


IN THE AGING SERVICE 
STRUCTURE AS PART OF 


delivery network should 
the PLANNING AND 
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Role of Program Structure 
In Accounting 

and Financial Management 


sample program structure 

(TITLE II! ONLY) 


Actual financial dala on 
consolidated 


Actual financial data 
aggregated to funding title 
level by MAS fund code 



Role ol Program Structure 
In Planning and Budgeting 


AAA Consolidated Budget 
Budgols prepared by funding 


Aclual financial data 
coded to reflect func- 
tional cost center 


Aclual financial data collected by 
MAS location code to distinguish 
among services provided by various 
AAA direcl service siles and by sub- 
granlees and contractors 


Actual financial data coded 
lo identify service activity level 


meals 


-4 

TRANS- 

PORTATION 

OF FOOD 

— 

— 

— 

— 

— 

- — 

— 

— 

meals 


trans- 

portation 



Budget prepared by location 
lo distinguish among services 
provided directly, by 
fidborantees, end coniradora 


Service activifios budgeted 
on Ihe bests of exi'ircled 
utilization and cod ol rosourc 






9 Goal 

§ OBJECTIVE 

# type of Service 
. target population 
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WORKSHEET FOR DEFINING THE 
PROGRAM STRUCTURE 
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nn/FifiP SPECIFIC AC HYIJV 
STATEMENTS FQR_EA CH 
FUNCTIONAL COSLCENIERJFCC) 


§ service delivery activities 

Quantify objective for the FCC 

Quantify the number of clients and the number of 

TIMES A SPECIFIC SERVICE WILL BE PROVIDED 

Identify the approach to service delivery (e.g., 

OF CLIENTS SERVED) 

§ Administrative and management activities 

What 

Who 

Where 

When 


percentage 
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WORKSHEET for developing administrative 
” Cement ACTIVITY STATEMENTS 


iinunnmTmjiriii alii — — — li^— ******^*^^***** ' ""' ' ' " STATEMENTS WORKSHEET tt : 

»'>' " _ _ * nMTNT cTRATIVE AND MANAGEMENT ACTIVITY STAlLFm 

WORKSHEET FOR DEVELOPING ADMINISTRATIVE^ — 


FUNDING TITLE: 
FUNCTIONAL COST CENTER: 

OBJECTIVE: 


PLANNING PERIOD: 
LOCATION : 


Activity 1: 
What : 


Where : 
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ESTIMATE RESOURCE REQUIREMENTS 


® Estimate service utilization for each service activity 

STATEMENT 

® Determine service personnel resource requirements 

® DETERMINE ADMINISTRATIVE AND MANAGEMENT PERSONNEL REQUIREMENTS 

• Estimate non-personnel resource requirements 

Variable 

Fixed 

Incremental 
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PERSONNEL 

















WORKSHEET FOR CALCULATING SERVICE DELIVERY TIME 
PER PLANNING PERIOD, BY PERSONNEL TYPE 
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WORKSHEET FOR SUMMARIZING PERSONNEL REQUIREMENTS 
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NONPEI^n^? HEET P ° R ESTIMATING 

NNEL resource requirements 



WORKSHEET FOR ESTIMATING NONPERSONNEL 

resource requirements 
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DEVELOP THE BUDGET 

Estimate expenses for functional cost 

CENTERS BY RESOURCE CODE 

Estimate revenue budget by fund source 

Federal 

State 

Local 

Client contributions 
Donations 



irt B of this worksheet 

LI locations in this functional cost center 















WORKSHEET FOR SUMMARIZING AAA OPERATING EXPENSES 
BY FUNCTIONAL COST CENTER AND RESOURCE CATEGORY 
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COMPARE REVENUE AND EXPENSE BUDGET S 

• Review each individually to determine: 

Check computations 

Appropriateness and reasonableness of estimated 
revenue or expense items 

More cost effective approaches 

@ Adjust expense and revenue budget based on: 
Organizational priorities 

How ESSENTIAL IS THE ITEM TO THE OVERALL PLAN 



COMPARING PROJECTED EXPENDITURES TO REVENUES 


PROJECTED EXPENDITURES AND REVENUES 

t QUARTER 

TOTAL 

1 

2 

3 

4 







Projected Annual Expenditures 

300,000 

289,000 

301,000 

294,000 

1,179,000 

1 Projected Annual Revenues 

296,000 

291,000 

291,000 

291,000 

1,164,000 

1 Variance 

(4,000) 

2,000 

(10,000) 

(3,000) 

(15,000) 
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COMPLETE THE FINANCIAL PLAN 


§ Develop final budget 

Projected revenues by general ledger code 
Budgeted expenses by resource code 

§ Develop cash flow statements 

At least quarterly, possibly monthly if either 
revenues or expenses are expected to be erratic 

Problem: Accelerate revenues or defer expenditures 
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WORKSHEET FOR DEVELOPING THE 
FINAL AAA BUDGET 



TOTAL BUDGETED EXPENSES 
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A SERVICE UNIT 

9 The delivery of one component of a particular service to an individual 

CLIENT 

A COUNSELING SESSION 
A MEAL 
A REFERRAL 

§ A UNIT IS DEFINED IN TERM OF "TIME" — HOW LONG IT TAKES TO DELIVER 

® Services will vary among organizations 

9 THE DEFINITION OF A SERVICE UNIT WILL VARY AMONG ORGANIZATIONS 
ONE HOUR OF HOUSEKEEPING SERVICES 

One day of housekeeping services 



UNIT COSTS 


• Is THE COST ASSOCIATED WITH DELIVERING A UNIT OF SERVICE TO 
AN INDIVIDUAL CLIENT 

• Formula for computing unit costs: 

lO JAL COST FOR A SPECIFIC S ERVICE TYPE = COST PER UNIT OF 

Number of service units to be provided Service 
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TOTAL COSTS 


§ Components of Total Costs; 

Direct Labor Costs 
Other Direct Costs 
Indirect Costs 

• Detailed Formula for Computing Unit Costs; 

miRF CT labor Costs) + (Other Direct Costs) + (Indirect J^ osts)^ = 
Number of Service Units to be Provided 


Cost Per 

Service 

Unit 
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STEPS IN THE UNIT COST FINDING PROCESS 





SELECT THE METHODOLOGY 

FOR ESTIMATING 



SELECT THE PARTICULAR 
SERVICE UNITS 


SELECT THE TIME PERIOD 


TRAIN ALL STAFF IN TIME 
STUDY PROCEDURES 

TIME PER SERVICE UNIT 


TO BE COSTED ON A 

PER UNIT BASIS 


FOR A TIME STUDY 

► 




CONDUCT THE TIME STUDY 

n* 

ANALYZE TIME STUDY DATA 


DEVELOP THE DIRECT LABOR 







COST PER SERVICE TYPE 

1> 

■ 

uEiv&iAjr luL KJ 1 riCiK UIKECT 

COST PER SERVICE TYPE 


develop the indirect 

COST PER SERVICE TYPE 


COMPUTE THE TOTAL COST 


ESTIMATE THE UTILIZATION 
LEVEL (VOLUME) FOR 

EACH SERVICE TYPE AND 

PER SERVICE TYPE 




COMPUTE THE COST PER j 

UNIT OF SERVICE | 
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DIREOJiM-®^ 
pi annjlng for 




® 

® 
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SELECT METHOD FOR ESTIMATING TIME PER SERVICE UNIT 

Supervisor estimates 
Worker estimates 
Time logs or sheet 

. RANDOM MOMENT STUDIES-WORK SAMPLING 
SELECT SERVICE UNITS TO BE COSTED 
SELECT THE TIME PERIOD FOR THE STUDY 
TRAIN STAFF IN TIME STUDY PROCEDURES 

Pilot test the time study 




to estimate 

F ALL THE 
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DAILY STAFF ACTIVITY LOG 
FOR SPECIAL STUDIES 
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SUGGESTED SERVICE AND ADMINISTRATIVE 
ACTIVITY NAMES AND CODES 
FOR TITLE III AND VI* 
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TIME STUDY 

• Conduct the time study 

• Tabulate daily worker logs 

e Develop the direct labor costs per service type 

Percentage of total time spent on each service 
(time on each service f time available in time study) 

Calaculate direct labor cost for each service 
(above percentage X salary) 
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TIME STUDY TALLY SHEET 
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. rnsTS OTHER THAN DIRECT 
mRCCT COSTS INCLUDE ALL - « SP£CIF IC SERVICE 

-"ir c, " TS " 

ANGLES OF OTHER "^ RIBUT fflLE TO THE SERVICE 

FOOD MAY BE DIRE jj; C-2 PROVIDER 

OF NEALS FOR A ATTRIBUTABLE TO 

a vehicle may be d PROVIDER 




. POSTS OTHER THAN DIRECT 
n c TS INCLUDE ALL cpeCIFIC service 

IER dIRECT DlR ECTLY RELATED TO • CENTER 

>B WITHIN » n crs ARE'. 

(W-les OF other direc ^ ributablE t0 -the service 

FOOD NAY be mRE U1 C-2 PROVIDER 
0F meals for A /attributable to 

A vfhicle nay be di 1 PROVID er 




$ 




, , co sTS OTHER THAN DIRECT 
t rOSTS INCLUDE ALL s p EC IFIC SERVICE 

“™« »«> 

FOOD MAY BE DI ^, t c E III C-2 PROVIDER 

OF MEALS FOR A ATTRIBUTABLE TO 

A VEHICLE MAY BE DI ^ m C -1 PROVIDER 

TRANSPORTING foo 






TOTAL GENERAL AND ADMINISTRATIVE (GSA) COST 

Program Management Cost Under a Funding Subtitle 
Functional Cost Center administrative Cost 
Indirect Costs For Each Location 
Indirect Cost For Each Service Type 






















ALLOCATION OF INDIRECT COSTS 


Allocating indirect costs from the highest organizational 

LEVEL DOWN TO THE LOWEST LEVEL IS COMMONLY REFERRED TO AS A 
"STEP-DOWN" COST ALLOCATION METHOD 

There are numerous ways to allocate indirect costs 
Percentage of direct labor costs 
Percentage of clients or workers 
Percentage of meals prepared 

Percentage of usage based on measures (e.g., square feet 
for rent) 

Actual usage (e.g., number of xerox copies) 



WORKSHEET FOR ALLOCATING G & A COSTS TO TITLES 
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WORKSHEET FOR ALLOCATING INDIRECT COSTS TO 
SUBTITLES BASED ON DIRECT LABOR COST METHOD 


WORKSHEET FOR ALLOCATING INDIRECT COSTS TO SUBTITLES BASED ON DIRECT LABOR COST METHOD 


WORKSHEET SI: 


FUNDING TITLE (SPECIFY) 


PERIOD FOR WHICH UNIT COSTS 
ARE TO BE DEVELOPED: 


BASED ON DIRECT LABOR (DL) ALLOCATION METHOD 


1, INDIRECT COST USING DL METHOD 

ADMINISTRATIVE COSTS 
ASSOCIATED WITH . $ 

MANAGING THIS ’ 

FUND TITLE 


STEPPED DOWN PORTION 
OF G £ A FOR THIS 
TITLE (COLUMN E OF 
EXHIBIT XIV-10) 


INDIRECT COSTS 
ASSOCIATED WITH 
THIS FUND TITLE 
USING DL METHOD 


I 


OTHER 
METHOD OF 
ALLOCATION 


TOTAL 

INDIRECT 

COST 


2. ALLOCATION 


B 


SUBTITLES (SPECIFY) 
BELOW 


DIRECT LABOR 
COSTS BY 
SUBTITLE 


TOTAL DIRECT 
LABOR COSTS FOR 
ALL SUBTITLES 
(SAME FOR ALL 
BELOW) 


PERCENTAGE OF 
DIRECT 
LABOR COSTS 


INDIRECT COSTS 
ASSOCIATED THIS 
TIT&E (SAME FOR 
ALL ROWS BELOW) 


ALLOCATED INDIRECT 
COSTS BY SUBTITLE 


INDIRECT COST 
(COLUMN D 
EXHIBIT XIV-15) 


BY 

SUBTITLE 


TOTAfnSlRECf 
LABOR COSTS FOR 
ALL SUBTITLES 

$ 



TOTAL 100% 
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WORKSHEET FOR ALLOCATING INDIRECT COSTS 
TO FUNCTIONAL COST CENTERS 


WORKSHEET FOR ALLOCATING INDIRECT COSTS TO FUNCTIONAL COST CENTERS 


WORKSHEET ft; 


FUNDING SUBTITLE (SPECIFY) : 


PERIOD FOR WHICH UNIT COSTS 
ARE TO BE DEVELOPED: 


BASED ON DIRECT LABOR (DL) ALLOCATION METHOD 


1. INDIRECT COST USING DL METHOD 


ADMINISTRATIVE COSTS 
ASSOCIATED WITH 
MANAGING THIS 
SUBTITLE 


: $ 


STEPPED DOWN PORTION 
+ OF INDIRECT COSTS FOR 
“ THIS SUBTITLE (COLUMN - 
E OF EXHIBIT XIV-11) 


INDIRECT COSTS 
= ASSOCIATED WITH : $ 
THIS SUBTITLE 


I 


OTHER 
METHOD OF 
ALLOCATION 


TOTAL 

INDIRECT 

COST 


2 . ALLOCATION 


FUNCTIONAL COST 
CENTERS (SPECIFY 
BELOW) 


DIRECT LABOR 
COSTS BY 
FUNCTIONAL 
COST CENTER 


B 


TOTAL DIRECT 
LABOR COSTS FOR 
ALL FUNCTIONAL 
COST CENTERS 
WITHIN THIS 
SUBTITLE (SAME 
FOR ALL BELOW) 


PERCENTAGE OF 
DIRECT 
LABOR COSTS 


INDIRECT COSTS 
ASSOCIATED WITH 
THIS SUBTITLE 
(SAME FOR ALL 
ROWJs BELOW) 


ALLOCATED 
INDIRECT COSTS 
BY FUNCTIONAL 
COST CENTER 


INDIRECT COSTS 
(COLUMN D OF 
EXHIBIT XIV-15 ) 


BY 

FUNCTIONAL 
COST CENTER! 


TOTAL DIRECT 
LABOR COSTS FOR 
ALL FUNCTIONAL 
COST CENTERS 
WITHIN THIS 
SUBTITLE : 

$ 


TOTAL 100% 
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WORKSHEET FOR ALLOCATING INDIRECT COSTS TO LOCATION 


WORKSHEET FOR ALLOCATING INDIRECT COSTS TO LOCATION 


WORKSHEET 8 : 


FUNDING SUBTITLE (SPECIFY): 


PERIOD FOP WHICH UNIT COSTS 
ARE TO BE DEVELOPED: 

FUNCTIONAL COST CENTER 
(SPECIFY) : 


BASED ON DIRECT LABOR (DL) ALLOCATION METHOD 


1. INDIRECT COST USING DL METHOD 


ADMINISTRATIVE COSTS ASSOCIATED ^ 
WITH MANAGING THIS LOCATION: 


STEPPED DOWN PORTION 
OF INDIRECT COSTS FOR 
+ THIS FUNCTIONAL $ 
COST CENTER: (COLUMN 
E OF EXHIBIT X1V-12) 


INDIRECT COSTS 
= ASSOCIATED WITH $ 
THIS LOCATION 


2 . ALLOCATION 


LOCATION 
(SPECIFY BELOW) 


DIRECT LABOR 
COSTS BY 
LOCATION 


B 


TOTAL DIRECT 
LABOR COSTS FOR 
ALL LOCATIONS 
WITHIN THIS 
FUNCTIONAL 
COST CENTER 
(SAME FOR ALL 
BELOW) 


PERCENTAGE 
OF DIRECT 
LABOR COSTS 


£ 


INDIRECT COSTS 
ASSOCIATED WITH 
THIS LOCATION 
(SAME FOR ALL 
BELOW) 


ALLOCATED 
INDIRECT COSTS 
BY LOCATION 


OTHER 
METHOD OF 
ALLOCATION 


INDIRECT COSTS 
(COLUMN D 
EXHIBIT XIV-15) 


TOTAL 

INDIRECT 

COSTS 


BY EACH 
LOCATION 


TOTAL DIRECT 
LABOR COSTS FOR 

ALL LOCATIONS 

WITHIN THIS 
FUNCTIONAL 
COST CENTER ; 

$ 


TOTAL 100% 


V-20 


WORKSHEET FOR ALLOCATING INDIRECT 
COSTS TO SERVICE TYPES 


WORKSHEET FOR ALLOCATING INDIRECT COSTS TO SERVICE TYPES 


WORKSHEET 8 ; 


FUNDING SUBTITLE (SPECIFY) : 


FUNCTIONAL COST CENTER (SPECIFY) : 


PERIOD FOR WHICH UNIT COSTS 
ARE TO BE DEVELOPED; 

LOCATION (SPECIFY) ; 


BASED ON DIRECT LABOR (DL) ALLOCATION METHOD 


X. INDIRECT COST OF LOCATION 


COLUMN E OF EXHIBIT XIV-13 $ 


2 . ALLOCATION 


B 


OTHER 
METHOD OF 
ALLOCATION 


TOTAL 

INDIRECT 

COSTS 


SERVICE TYPES 
(SPECIFY BELOW) 


DIRECT LABOR 
COSTS BY 
SERVICE TYPE 


TOTAL DIRECT 
LABOR COSTS FOR 
ALL SERVICE 
TYPES WITHIN 
THIS FUNCTIONAL 
COST CENTER 
(SAME FOR ALL 
BELOW) 


PERCENTAGE OF 
DIRECT 
LABOR COSTS 


TOTAL INDIRECT 
COSTS ASSOCIATED! 
WITH THIS 
FUNCTIONAL 
COST CENTER 
(SAME FOR ALL 
ROWS BELOW) 


TOTAL ALLOCATED 
INDIRECT COSTS 
BY SERVICE TYPE 


INDIRECT COSTS 
(COLUMN D OF 
EXHIBIT XIV-15) 


BY EACH 
SERVICE 



TOTAL DIRECT 
LABOR COSTS FOR 
ALL SERVICE 
TYPES WITHIN 
THIS FUNCTIONAL 
COST CENTER: 

$ 


TOTAL 100 * 
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WORKSHEET FOR ALLOCATING INDIRECT COST. 
BASED ON METHODS OTHER THAN DIRECT LABOR COSTS 



100* 





















FINAL COMPUTATIONS 

® Compute total cost per service type 

Direct labor cost 
Other direct cost 
Indirect cost 

• Estimate volume for each service type 

Period data is to reflect (annual) t Period of time study = Quotient 
Time study results on the number of encounters or 

CLIENTS SERVED X QUOTIENT = PROJECTED UTILIZATION LEVEL 

® Calculate service unit costs: 

Total Cost i Project Utilization Level 


V-23 



WORKSHEET FOR SUMMARIZING THE COSTS PER 
SERVICE TYPE AND CALCULATING COSTS PER UNIT 


r— — — ■ — ■ — — — — ~ — si 

WORKSHEET FOR SUMMARIZING THE COSTS PER SERVICE TYPE AND CALCULATING COSTS PER UNIT \ 

\ WORKSHEET If : 

FUNDING TITLE: / 

FUNCTIONAL COST CENTER: . 

LOCATION: _ — \ 

//PERIOD FOR WHICH g 

/ UNIT COSTS ARE TO - 

BE .DEVELOPED: I 

\ 

A. Direct Labor Costs Per Service 
Type* 


SERVICE TYPE 

TOTAL 




/& 

f 


$ 

$ 

$ 

. V 

u 

i \ 

$ 

$ 

B. Other Direct Costs Per Service 
Type * * 





(A 

V f 



C. Indirect Costs Per Service 

Type*** 





Vn 





D. Total Cost Per Service Type 
(A + B + C) 





/ t 

V / 



E- Number Of Service Units Per 
Service Type*** 





\\ 

k\ 



F. Cost Per Unit Of Service 
(D t E) 









* Obtained from row F f WORKSHEET FOR COMPUTING THE DIRECT LABOR COST PER SERVICE TYPE. 

*.* Obtained from total row, WORKSHEET FOR COMPUTING THE OTHER DIRECT COSTS PER SERVICE TYPE. 

*** Obtained from column G, WORKSHEET FOR ALLOCATING INDIRECT COSTS TO SERVICE TYPE. 



GENERAL ACCOUNTING OFFICE WAS CRITICAL 
OF CONTRACTING PRACTICES WITHIN THE 
AGING NETWORK 

® Contracts often lacked adequate scopes of work 

Did not qualitatively define the components of services 
Did not quantitatively define service units to be purchased 

® Reimbursement based on costs claimed rather than on the amount of 
services delivered 

t Result is now a shift away from cost reimbursement contracts to 
performance-based contracts 
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TYPES OF CONTRACTS 


Cost Reimbursement Contract 

Reimbursement based on costs not output 

Two TYPES : TIME AND MATERIALS CONTRACT AND LABOR HOUR CONTRACT 

Firm Fixed Price (FFP) Contract 

Set lump sum for a specific set of tasks or a certain number of products 

OR SERVICES 

Contractor at risk 
Reimbursement Rate Contract 

A SPECIFIED PRICE PER UNIT OF SERVICE DELIVERY 

May be with fixed or provisional rates 

Preferable to FFP when there is uncertainty about the total number of 

SERVICE UNITS REQUIRED BY THE TARGET POPULATION 

Incentive Contracts 

Reimburse contractor at cost (within limits), but provides dollar 
incentives to fulfill work requirements at less than maximum allowed amount 

Many variations exist for incentive contracting 



DISADVANTAGES ADVANTAGES 


ADVANTAGES AND DISADVANTAGES 
OF FOUR TYPES OF CONTRACTS 


CONTRACT TYPE 1 

COST REIMBURSEMENT 

PERFORMANCE-BASED 

FIXED PRICE 

REIMBURSEMENT RATE 

INCENTIVE 

9 Equitable when cost of 

performaing the service or 
providing the goods cannot 
be estimated with reasonable 
confidence 

# Minimum paper work that focuses 
on results# not accounting 

9 Provides opportunity for AAA 
to control costs and for 
commercial services providers 
to realize a fair profit 

9 Facilitates cost per unit 
comparison across service 
providers 

& Focuses on outcome of services 
rather than on cost by objects 
of expenditures 

9 Enables the AAA to control costs 
even when there is some 
uncertainty about the total 
number of services required 

9 Facilitates cost per unit of 
service comparisons among 
providers 

9 Provides opportunity for AAA 
to control costs and for 
commercial services providers 
to realize a fair profit 
without bearing undue financial 
risk 

9 Does not provide incentive 
for service providers to 
control costs 

9 Does not ensure that 
services and goods are 
provided in the most cost 
efficient manner 

<s Extensive financial 

recordkeeping needed to 
substantiate claims for cost 
reimbursement 

9 May place “unfair” burden on 
commercial service providers 
who can ill afford to bear a 
significant financial risk 

• Requires establishment and 
maintenance of a unit cost 
system 

o May place unfair financial risk 
on service providers 

9 Requires the establishment and 
maintenance of a unit cost 
system 

« Extensive financial and $ 

performance recordkeeping 
needed to substantiate claims 
reimbursement and support 
requests for incentive payments 
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BASIC PROCUREMENT REQUIREMENTS 


• 45 CFR PART 74 

® OMB Circular A-102 and A-110 

t Comptroller General Rulings 

• State and local requirements 




COMPETITIVE CONTRACTING PROCESS 


9 Develop a plan 

§ Obtain necessary approval 

® Prepare RFP 

Background 
Scope of Work 
Evaluation Criteria 

0 Distribute RFP 

® Review proposals 

$ Notify bidders 

§ Negotiate contract (AoA IM-82-25) 
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SESSION SEVEN 


AN OVERVIEW OF THE ACCOUNTING SYSTEM 
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DOCUMENT FLOW OF THE MODIFIED ACCRUAL 
BASIS ACCOUNTING SYSTEM 




IHE LIFE CYCLE OF AN ACCOUNTING TRANSACT I ON 


t 

i 

9 

0 

0 


Analyms-Determining the effect of the transaction on the accounts 
Classification-Assigning account codes 

Journalizing-Recording transactions in the books of original entry 
E fiSllM— T ransferring the entires in the journals to the general ledger 

^ f^i R1AL BAI ANrF ~ PREPARING the work sheet and summarizing the 

T IE LEDGER ACCOUNTS AS TO DEBIT AND CREDIT BALANCES ON THE WORK SHEET 

Bi iermining Adjustment s— Calculating adjustments to bring accounts 


9 






Preparing the Adjusted Triai Balancf 


Pre paring the Accounting Statfmfmts -Preparing the balance sheet and 

INCOME STATEMENT FROM THE WORK SHEET AND OTHER STATEMENTS AND REPORTS 
FROM THE SUBSIDIARY LEDGERS AND RECORDS 


Adj usting and Closing the Rooks -Recording the adjusting and closing 

ENTRIES IN THE GENERAL JOURNAL,' POSTING THEM TO THE LEDGER; CLOSING, 
RULING, AND BALANCING THE ACCOUNTS 


Iaking_ a„ Pos i -C losing Trial Balancf — Providing the equality of debits 

AND CREDITS AFTER CLOSING THE BOOKS 

Re versing Entrtfs — Reversing the adjusting entries that resulted 

IN ESTABLISHING TEMPORARY ACCOUNTS FOR THE ADJUSTMENT PROCESS 
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PURPOSE OF THE C HART OF ACCOUNTS 


oKlZm™ETHrooS^L G MAWER L RNANCIAL TRANSACTIONS I N AN 
BTOVIDES FOR UPWARD SimRIZAT.ON OF DATA WTTH A MINIMUM OF EFPno 
F0R ™ T,0N 0F ^n.ng, BUDGETING, ^ 

Provides the framework for monitoring planned versus actual 
Provides the necessary information for tuc a^, 

REPORTING OF FINANCIAL DATA TO EXTERNAL^OTNOR^Es! 1 ^ m 


« Fund Code— Used to describe financial transactions by major grant or contract, 

The fund code provides fiscal control over each grant or contract and facilitates 

REPORTING TO FUNDING AUTHORITIES. SUBSIDIARY GRANT LEDGERS WHICH ROLL UP TO THE 
MAJOR FUND CODES MUST BE MAINTAINED, 

« Functional Cost Center Code — Used to describe expenditues by function, that 
IS by administrative or program expenditure category. 

« Location Code — Permits the classification of revenue and expenditure transactions 

BY SITE OR SUBGRANT OR CONTRACT. 

• Activity Codes — Used to associate costs with particular program activities, 

AAAS THAT ALSO PROVIDE DIRECT SERVICES MAY HAVE ADDITIONAL INTERNAL MANAGEMENT 
DATA REQUIREMENTS AT A LOWER LEVEL THAN THE OTHER ACCOUNT CODES ALLOW FOR. BY 
USING ACTIVITY CODES, COSTS MAY BE ASSOCIATED WITH DISCRETE ACTIVITIES (E.G., 
ADVOCACY, COUNSELING, HOUSEKEEPING), ALLOWING THE ACCOUNTING SYSTEM TO PROVIDE 
INFORMATION ABOUT PROGRAM PERFORMANCE AND PROVIDING THE DATA NEEDED TO DEVELOP 
UNIT COSTS. 

• General Ledger — Used to classify transactions by balance sheet or revenue 

AND EXPENSE STATEMENT ACCOUNTS. THIS CODE ALSO IS USED IN PREPARING LINE-ITEM 
EXPENDITURE REPORTS (E.G., PERSONNEL COSTS, OCCUPANCY COSTS). 

e Resource Codes — This code is used to classify specific categories of expense 

ELEMENTS (E.G., DIRECTOR, CHORE SERVICE WORKER, DRIVER, UTILITIES-ELECTRIC, 
UTILITI ES-TELEPHONE) . 
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FORMAT OF THE MANAGEMENT ACCOUNT STRUCTURE CODE 


AREA AGENCY ON AGING 
MODEL MANAGEMENT ACCOUNTS STRUCTURE 


J 


[ 0 - 00 - 00 - 00 - 000-000 


Jttti 


1 







FUND CODES 

FUNCTIONAL COST 

CENTER COSTS 

LOCATION CODES 

ACTIVITY CODES 

GENERAL LEDGER 

CODES 

RESOURCE CODES 

( 

PURPOSE < 

\ 

APPLICABLE TO 


To Classify Finan- 
cial Transactions 
By Major Funding 
Title 

To Report And 

Manage By Function- 
al Cost Center 

To Account For 
Financial Activi- 
ties By Direct 
Service Site And 

By Subgrantee And 
Contractor 

To Classify Finan- 
cial Activities By 
Service Type And 
Support Unit Cost 
Finding 

To Identify General 
Accounts Needed To 
Prepare Financial 
Statements 

To Identify Finan- 
cial Transactions 

By Detailed 
Expenditure Catego- 
ries (i .e. , Line 
Items, Object Of 
Expenditure) 

EXPENSE 

TRANSACTIONS 

Denotes Which Fund 
Paid For Each 
Expense And 

Enables Reporting 
Of Expenditures 
Under Each Fund 

Indicates Where 

The Expenditure 

Was Incurred 

Indicates The 

Reason Why 
(Program Type) The 
The Expense Was 
Incurred 

Indicates The 
Specific Service 
That The Expense 
Supports 

Aggregates 

Expenses At The 
Object Class Level 
For Internal 

Control And Finan- 
cial Statement 
Preparation 

Provide Explicit 
Detail About The 

Type Of Expense 

REVENUE 

TRANSACTIONS 

When Applied To 
Grant Funds: 
Identifies 

Revenues As Being 
Received Under A 
Particular Grant 
Fund. 

When Applied To 
Non-Grant Fund: 
Indicates That The 
Revenues (e.g. f 
Client Contribu- 
tions) Were ‘Gener- 
ated In Connection 
With A Particular 
Grant. 

Indicates Where 

The Revenue Was 
Earned 

Indicates How (By 
Which Program) The 
Revenue Was Gener- 
ated 

Indicates The 
Specific Service 

For Which The 
Revenue Was Paid 
(Applicable To 

Fee For Service 

And Client Contri- 
butions Only) 

Aggregates Revenue 
By Revenue Source 

Does Not Apply 
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Other Fund Sources: (Assign As Needed) 




RECOMMENDED FUNCTIONAL COST CENTER 
CODES BY FUNDING TITLE 



* Supportive Services 

** Congregate Meals 

*** Home Delivered Meals 


SUGGESTED SERVICE AND 
ADMINISTRATIVE ACTIVITY 
NAMES AND CODES FOR 
TITLES III AND VI* 
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Sse appendix A for definitions of these services and administrative activities. 


SAMPLE LISTING OF GENERAL 
LEDGER CODES 
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SAMPLE LISTING OF RESOURCE CODES 
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I 


examples of mas code CLASSIFICATION 


FINANCIAL TRANSACTION 


# The AAA Receives 
Contribution From 
Client Who Received 
In-Nome Chore Services] 
Provided Under 
Title III B 

• Home Chore Service 
Workers' Salaries Are 
Paid For With 
Title III B Supportive 
Service Funds. 

> Food Supplies Are 
Purchased Kith 
Congregate Meal Funds 

An Automobile To 
Deliver Meals i s 
Repaired. 

The AAA Approved A 
Nutrition Provider 
Invoice Under 
Title III B For The 
Past Month, Both Home 
Delivered And 
Congregate Meals V/ere 
Provided* 


fund code 

XX 


dD Title m n 

Supportive 
Services 


I {ol} Title HI l 
Supportive 
Service 


EE) Titl * HI C-l 

Congregate 

Meals 

ED T Atle in c~2 
Home Delivered 
Meals 

© Titi * in c-i 
Congregate 

Mea Is * 

© Title in C-2 
Home Delivered 
Meals * 


FUNCTIONAL COST 
center code 

XX 

ED In -Home 
Service 


© In-Home 
Services 


© 


Meals 


Of Food 


© 


Meals 


* Split entry 

Alternatively, contractor and acbgrantee Invoice, 


Cfl " h* Charq '‘ d general ledger 




Location code 

XX 

activity code 

general ledger 



XX 

CODE 

resource code 

r° 2 1 AAA Direct 

© Chore service 

XXX 

— 

XXX 


P^Oj Client 

n/a 1 



Contributions 

© AAA Direct 

Site 02 

(ED AAA Direct 

Nutrition Site 
01 

ED Chore Service 

1?§ Personnel 

Direct 

Service 

Workers 

ED MA Direct 

DP Meals 

jD Food 

Purchases 


Nutrition site 
01 

Raw Food 

CE 1 Contractor X4 2 j 

DP Meals 

Travel 

DH Repair And 


PP Meals 


Maintenance 


EH Contracts And 

n/a 



Subgrants* * 


COdS 60 °- 689 broken down by the tesourci> _ 

y ne resource codes therein. 
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CASH DISBURSEMENTS JOURNAL 



VII-1 



























ORGANIZATION OF SUBSIDIARY 
EXPENSE LEDGER 














SUBGRANT AND CONTRACT SUBSIDIARY 
EXPENSE LEDGER CARD 


FUND CODE 

GENERAL LEDGER 
CODE 

RESOURCE CODE 


SUBGRANT AND CONTRAC T SUBSIDIARY EXPENSE LEDGER CARD 

— LOCATION 

FUNCTIONAL 

COST CENTER 
CODE 


REFERENCE 


AMOUNT 


CUMULATIVE 

TOTAL 


REFERENCE 


CUMULATIVE 

TOTAL 




VII-19 



VII-20 

















SAMPLE EXPENSE VARIANCE REPORT 


EXPENSE VARIANCE REPORT 


DATE i 


19 


19 


O Service Activity; 

Q Consolidated Provider Level: 

O Provider Administrative And Direct Service Locations: 
O Funding Title Level: 


O Functional Cost Center Level: 
|] Location Level : 


GENERAL 

LEDGER 

CODE 

EXPENDITURE CATEGORY 

CASH 

EXPENSES 

(1) 

ADJUSTMENTS 

(2) 

ACCRUED 

EXPENSES 

(3) 

BUDGETED 

EXPENSES 
_ (4) 

VARIANCE | 

$$ 

%% 

600 

Personnel 







620 

Employee Benefits And Related Expenses 







630 

Printing And Supplies 







640 

Food Purchases 







650 

Occupancy Costs 







660 

Travel 







670 

Depreciation/Use Allowance And 








Amortization 







680 

Other Expenditures 







690 

Subcontracts And Subgrants 







700 

Capital Expenditures (Grant Funds Only) 
— — 








TOTAL: 


A FAVORABLE EXPENSE VARIANCE EXISTS BECAUSE LESS HAS BEEN SPENT THAN WAS BUDGETED. THIS REPORT MUST BE 
PREPARED ON THE ACCRUAL BASIS TO PROVIDE USEFUL AND VALID INFORMATION ** 





total 


SUBGRANT AND CONTRACT BALANCE REPORT 


as 0F _______ * iy 


BUDGET 

(1) 

OBLIGATIONS 


UNLIQUIDATED 
OBLIGATIONS/ 
RESOURCES ON 

ORDER 

(2) 

ACCOUNTS 

PAYABLE/ 

ACCRUED 

LIABILITIES 

(3) 

CASH 

DISBURSEMENTS 

(4) 

U NOB L I GATE D B A LAN! !E 
( 1 ) - ^ ( 2 ) > ( 3 ) f ( 4 » ( 5 } 






























" 
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RESTRICTED GRANT FUND BALANCE ACCOUNT CARD 




VII-2S 

















SESSION EIGHT 



AUTOMATION 


LI-1 



THE SYSTEMS DEVELOPMENT PROCES! 
TASK SEQUENCE 




VIII-2 




VXIX-3 


of contribution/client/service activity, and percentage of clients 
total target population 


RELATIONSHIPS AMONG THE FOUR MIS MODULES - 
EXAMPLE 



VIII-4 





SYSTEM SPECIFICATION WORK SHEET: 
ACCOUNTING MODULE 


sniipf’F 1 ^ 

TMPMT 

, n 

DOCUMENT I 

FORM 




FILE 


ORIGINATION 


INPUT 


MANIPULATION 



ORIGIN OF FORM 


SOURCE DOCUMENT 


INPUT REQUIREMENTS 


PROCESSING FUNCTION 


DIMENSIONS 


Requisition 


Employee And 

Purchasing 

Officer 


Purchase Order 


Vendor Billing 


Vendor Accounting 
Department 


Invoice 


Vendor Number 

Purchase Order 
Number 

Quantity 

Terms 

Authorized 

Amount 

Document 

Number 

Funds 
Location 
Cost Center 
General Ledger 
Resource Code 


Same As Above 
Plus: 

Invoice Number 
Terms 

• Vendor Summary 
9 Active Summary 


Maintain By: 

9 Vendor 

• Post To 
General Ledger 

• Post To 
Subsidiary 
Ledger 


Same As Above 


Purchase Order 
Listing 

Open Document 
Listing 

General Ledger 
And Subsidiary 
Listing 

Edit Listing 


500 

Transactions 
Outstanding 
Per Month In 
Open Document 
File 

80 Character 
Records 

Annual History 
File 

Vendor File 
Of Up To 500 


6,000 

Transactions 
Per Year 


Accounts 

Payable 

Register 

General 
Ledger And 
Subsidiary 
Listing 

Edit Listing 


300 

Transactions 
Outstanding 
Per Month 

Annual History 
File 


8,000 

Transactions 
Per Year 
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TECHNICAL FACTORS 


Flexible Design/Programming 
Operational Status 
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EIGHT THINGS A COMPUTER WILL NOT DO* 


1. A Computer Won't Save You Money , If fact, it may cost you a bit, due to 

THE OFTEN OVERLOOKED "EXTRAS" SUCH AS MAINTENANCE, SOFTWARE, PERIPHERALS, 

AND SECURITY, MOREOVER, YOU PROBABLY WON'T ELIMINATE EMPLOYEES. BUT IT 
WILL PROVIDE YOU WITH NEW WAYS OF DOING THINGS AND WILL EXPAND YOUR 
CAPABILITIES IN WAYS THAT MAY REALLY PAY OFF IN THE LONG RUN. 

2. A Computer Won't Make Your Organization Run Right . If you've got problems, 
a computer will only make them worse. However, a computer will find better 

AND FASTER WAYS OF DOING WHAT YOUR COMPANY DOES RIGHT, 

3. A Computer Won't Solve Every Problem . A lot of important business decisions 

GO BEYOND THE BOTTOM LINE. THE ANSWERS MAY REQUIRE A GOOD DOSE OF SUBJECTIVE 
EVALUATION, SOMETHING THAT BUSINESS COMPUTERS CAN'T YET DO. 

4. A Computer Won't Run Itself . It takes a dedicated group of individuals to 

MAKE EVEN A STATE-OF-THE-ART COMPUTER RUN RIGHT. SELECTING THAT GROUP OF 
PEOPLE CAN MAKE THE DIFFERENCE BETWEEN SUCCESSFUL AND NOT-SO-SUCCESSFUL 
COMPUTING. 

5. A Computer Won't Always Be Right . The information it puts out is only as 

GOOD AS THE INFORMATION THAT IS PUT INTO IT. 


* Makower, Joel, "Computers: The Executive Generation," UNITED, Vol. 26, 
No. 5; June 1982 (United Magazine, New York, NY) . 


(CONTINUED ON NEXT PAGE) 
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E IGHT THINGS A COMPUTER WILL NOT DO (Continued) 

6 * A_ Computer Won't Pr o tect Itself , The information about your business 
that you put in a computer is available to anyone who knows how to get it. 
Computers can be manipulated; make sure you or your management is 

MANAGING YOUR SYSTEM. 

7 ' A, Computer Won' t Meet All Its Own needs . A well-operated computer 

SYSTEM REQUIRES CONSTANT ATTENTION, FROM THE TEMPERATURE OF ITS 
ENVIRONMENT TO ITS MAINTENANCE SCHEDULE. A LITTLE PREVENTIVE MAINTENANCE 
CAN ELIMINATE A LOT OF COSTLY DOWN TIME. 

8l A_C omputer Won't Become Obsolete . Sure, there will be new and improved 

COMPUTING SYSTEMS, WITH FEATURES THAT ARE FASTER AND MORE POWERFUL THAN 
YOURS. But AS LONG AS YOUR SYSTEM COST-EFFECTIVELY PROVIDES THE SERVICES 
YOUR BUSINESS NEEDS, ITS OBSOLESCENCE IS ONLY A STATE OF MIND. 
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HOST UNTAPPED RESOURCE TO INCREASE REVENUES 

BROADENS revenue base and creates an additional source of funds 
OUTSIDE THE GOVERNMENTAL SPHERE THUS, ENHANCING FINANCIAL 
STABILITY AND PROGRAM SURVIVAL 


PROMOTES THE CLIENT'S AND THE COMMUNITY'S COMMITMENT TO THE PROGRAM 

Increases program staff self-esteem 
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PARAMETERS FOR COLLECTING CLIENT CONTRIBUTIONS 

§ Clients may be asked to voluntarily contribute money; clients 

CANNOT BE REQUIRED TO PAY A FEE OR DENIED SERVICES IF THEY ARE 
UNABLE OR UNWILLING TO PAY 

% Client contributions must be treated as program income as 

GENERALLY RETAINED BY THE PROVIDER OF SERVICES 

• PROCEDURES MUST BE DEVELOPED TO SAFEGUARD AND ACCOUNT FOR ALL 
CONTRIBUTIONS AS WELL AS TO ASSURE CLIENT CONFIDENTIALITY 
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OPTIONS IN CLIENT CONTRIBUTION SYSTEMS 


Type of contribution (flat versus service specific) 

Basis for contribution (uniform versus suggested sliding contribution 
based on ability to contribute) 

Factors considered in determining a client's ability to contribute 

dNCOME, FAMILY SIZE, OTHER RESOURCES AND ASSETS) 

Standards for suggesting contribution levels (uniform for all locations 
versus location specific) 

Minimum suggested contribution level 

Staffing and process to inform clients 

Billing procedures 

Method of payment 

Recordkeeping system 


MAJOR SOURCES OF DONATIONS 


Individuals directly or indirectly associated with the program 

(E.G., CLIENTS, BOARD MEMBERS, AND FRIENDS AND FAMILY OF THOSE 
ASSOCIATED WITH THE PROGRAM) 

Individuals from the grass root level— community 
Foundations 

Businesses and corporations 
Religious institutions and agencies 
Charitable organizations 



TYPES OF DONATIONS 


Money 

Materials, products, merchandise, goods, etc. from 

THE DONOR'S BUSINESS 

Services— time and expertise 

OTHER — SOUP TO NUTS 



WHY INDIVIDUALS AND ORGANIZATIONS PROVIDE DONATIONS 


Involvement with the cause 
Personal satisfaction of good citizenship 
Community recognition and public relations 
Leadership of others— buddy system/peer pressure 
Tax deduction 

Advance their own interest— quid pro quos 




The right person 
Asking the right prospect* 

For the right type and amount of the donation 
For the right reason 
At the right time 


Prospects must have 
to give. 


THE ABILITY TO GIVE, WILLINGNESS TO 


GIVE, AND MOTIVATION 
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FUND RAISING PROCESS 


PLAN: 

Resource and needs assessment 

Action strategies 

Budget 

Staff with Peers: 

Board Members 
Agency staff 
Volunteers 

Cultivate: 

Presentation meeting 
Informal gatherings 
Open house 
Special events 

Solicit: 

Simply and directly 

Verbally or in writing 

Ask for more rather than less, when in doubt 

Steer away from negative responses 

Follow-Up: 

Recognition for donors based on magnitude of gift 

Thank those who do not contribute and follow-up subsequently 





INITIAL STEPS 


Conduct overall assessment of: 

Needs 

Existing practices/system 
Problems/gaps 

Determine: 

Commonality and magnitude of needs/problem 
Anticipated outcomes and impact 
Resource availability 

Identify appropriate mode of intervention : 

Systems development 
Technical assistance 
Training 

A COMBINATION OF THE ABOVE 

Develop overall intervention strategy plan: 
What— Mode 
Who— Responsibility 
How— Method 
When— Schedule 
Where— Levels, Organization 



SYSTEMS DESIGN PROCESS 


: PHASE ONE-PRELIMINARY DESIGN 

User needs 

Conceptual design/system specifications 
System development testing plan 

© PHASE TWO— DETAILED DESIGN 

Output reports 

Data collection forms and procedures 
Data analysis plan 
Quality control procedures 
System documentation 

9 PHASE THREE-PILOT TEST 

Select sites 
Train 

Conduct test 
Review results 

§ PHASE FOUR— FINALIZE SYSTEM 

Revise system 

Users Manual 

Full implementation plan 

Cost 


(continued on next page) 



SYSTEMS DESIGN PROCESS (Continued) 


• PHASE five— implement system 

Train 

Implement 

Monitor 

Modify, if necessary 



GROUP EXERCISE 


PROBLEM/NEED 

MODE OF INTERVENTION 

I 

IMPLEMENTATION STRATEGY ( 

; 

* 
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